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State of Idaho
Office of the State Controller
Division of Statewide Accounting

Purchasing

PURCHASING USER MANUAL

CREATING AN ADDRESS LIST OF BILL TO, SHIP TO,
AND AGENCY ADDRESSES FOR THE PURCHASE
ORDER FORM

INTRODUCTION

Administrators can create an address list for billing and shipping addresses as well as the
address for their agency that will print on the purchase order. These addresses can then be
used when users create line items for their requisitions or purchase orders.

The Address screen is comprised of the list of addresses that you have saved (if any) and
a form to add a new address or update an existing one.

Figure 1 - Address screen
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Once addresses are added, you can filter the list of addresses by selecting Active, Non-
Active, or All Addr. You can also click the column headers to sort the list.

TO ADD A NEW ADDRESS

1. Complete the address fields as needed. The required fields are Address, City,
State, and Zip. The Phone number must be entered without a hyphen (5552222).

2. Enter a Group name and Desc (description). These are used to organize your
addresses on the Address screen and so that users can sort from the list and select
the address they need when creating requisitions or purchase orders.
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3. Be sure the Active Address check box is checked.

4. Check either Default Shipping or Default Billing, or PO Form Address. (The PO
Form Address will be your agency’s address printed on the purchase order.)

5. Click Add New Address.

6. To add another address, click Cancel (this will clear the form but not cancel the
address just added.

All three addresses will be printed on a purchase order:
Figure 2 - Purchase order form

Agency : 140 State Controller
B0 W, Maln Street  Sun Valley |d 83565 {208) 5551111 201, fax
Purchase Order 95688
PO Form Address

Purchasing Agent Suppller
JAMES CARTER (04/02/2008)

| I—

Phone
s Agert Sgran
Deault Shipping and
Item No Quantity Ui Atrachment O Pri . pp g t
Item Description Default Billing addresses
liem Billing Address
hem Shipping Address / /
4 Each 45.00 /{uo 5180.00
HOML G
Atn: Rebacca K Thomason, 650 West State room 100, PO Box 83720 Boisa |D, 83720 (208) 3321824
Altn: Suparvisor Donald Peck. 208 E Lewis Pocatello 1D, 83201 {208) 23258474

TO EDIT AN ADDRESS

1. Click Select next to an address in the address list.
2. Edit the address as needed.
3. Click Update Address.

TO SELECT AN ADDRESS FOR A REQUISITION OR
PURCHASE ORDER

The address list is available to users when they create a requisition or purchase order.
Users will click the line item Menu and select either Edit Ship-To Address or Edit Bill-
To Address. Users can then select an address to apply to one or all line items in the
requisition or purchase order.

[0 Staus . Roq ot [ ——
[esiect pepartment
vendor# =[ - Sove | applyto all Line Ttems

Required DeliveryEI

Addr Name Group Contact

status In Purchasing Select Dept Admin Meanagement At Rebecca K Thomason 650 West

Total: $180.00 Select [Forensic Servc  Region 5 Lab  Attn: Supervisor Donald Peck. 209E Lev
[ View Selected ltems b 2 Select Forensic Servce Region 3 Lab  Latent Fingerprint Supr Randy Meade 700 S Str:
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Select Forensic Servee Region 3 Lab  Management Supervisor Ralph Wyckoff 700 5 Stri
Select [Forensic Servee Region 3 Lab  Latent Fingerprint Supr Randy Meade 700 S Sirz
Select [Historical Fiscal Office  Idaho History Center Attn: Christine 2205 Oljf‘
k| | »
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